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I NFORMATI ON TECHNOLOGY SPECI ALI ST

(Conpetitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class conprises a responsible, non-supervisory position,
the primary duties of which include serving as adm ni strator of
t he departnment’s conputer network. The enpl oyee of this class is
responsi ble for the design, inplenentation, and maintenance of
the departnment’s website. The class of Information Technol ogy
Specialist works closely withthe fire departnent adm ni strative
personnel to assure that the departnental records managenent
system is kept <current and nmintained. The Information
Technol ogy Specialist provides technical assistance to fire
depart nent enpl oyees, troubl eshoots and resolves conputer and
network issues, and perforns back-ups. The Information
Technol ogy Speci alist has the authority to work i ndependently in
nost areas, reporting to and having work reviewed by the Fire
Chi ef .

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogi cal
assignnents to this cl ass.

Serves as conputer network admnistrator for the fire
depart nment. Determ nes how departnent conputer/networKking
system should be organized, including nunmber of conputers,
printers, and other conponents. Designs and inplenments voice,
data, and video networks for the departnent. Operate and
mai ntain both w de area and |ocal area networks. Moni t ors
network to ensure that network is available to all systemusers
and resol ves data conmuni cati on problens. Mintains departnment
network servers. Assists network providers in setting up and
perform ng mai ntenance on | ocal conputer network.

Desi gns, i npl ement s, and maintains a conputerized fire
departnment records managenent system Exam nes and eval uates
exi sting records managenent systemin order to develop newor to
recommend i nprovenents in system format, use, and control.
Devel ops and reconmends policies for using the system Confers
with departnent personnel to identify problenms and to gather
suggestions for inprovenents to records-managenent systens.
Assures that the departnental records managenent systemis kept
current and mai ntai ned for the purposes of tracking departnent al
activity.

| npl enents and mai ntains the fire departnment website. Mintains
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departnment’s email accounts, and user access to the internet.

I nstall s hardware and peri pheral conponents, such as nonitors,
keyboards, printers, and disk drives following design or
installation specifications. Installs, nodifies, and nmakes
repairs to departnent conputer hardware. Loads and nmintains
software systens such as operating systens, word processing, or
spreadsheet prograns into conputers. Mai nt ai ns software
applications in fire departnent vehicles.

Provi des adm ni strative services such as security
t roubl eshoot i ng. Pl ans, coordinates, and inplenments security
measures to safeguard information in conputer files against
acci dent al or unauthorized nodification, destruction, or
di scl osure. Responds to inquiries concerning problems wth
systens and/or operations and perforns renedial actions to
correct problens based on know edge of system operation.
Mai nt ai ns security of departnment’s licensed software. Perforns
appropri ate back-up functions. Enters diagnostic conmands into
conput er and determ nes nature of problemto assist operators to
resol ve network communi cati on probl ens.

Develops a formal training program for all conputer/network
functions of the departnment and sees that such program is
properly staffed and supplied with training resources. Provides
for training at all levels within the departnent by eval uating
training needs and providing departnment training or outside
training to meet the needs. Provides technical assistance and

training to system users. Prepares witten procedures and
manual s to be used by departnent personnel in the operation of
the conputer systens and applications. Instructs users in the

use of equi pnent, software, and manual s.

Prepares correspondence and devel ops new forns for departnental
reports and as required for the dissem nation of informtion
relative to the informati on managenent process. Reviews drafts
of records, reports, and fornms conpleted by departnental
personnel prior to entry into the conputer system Personal |y
conpletes and files all forns and records as required. Conpiles
and organi zes data needed for reports. Uses various statistics
to analyze data. Runs queries as needed to obtain information
for fire departnent reports.

Gathers information for the preparation of the departnment budget
as it relates to the Information Technol ogy division. Makes
recommendati on of the purchase of conmputer network equi pmrent and
software. Reviews requests for conmputer equi pnment and sof t ware.
Meets with conputer hardware and software vendors to review
products related to the departnmental records managenent system
Orders and distributes supplies and equipnent as required.
Organi zes and stores departnent conputers, equipnment, and
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supplies to allow ease of |ocating and retrieving.

Pronotes a positive imge of the department in the daily
performance of duties by interacting with the public, and state
and | ocal agencies. Answers telephone calls comng in on
assigned lines and handles routine matters or transfers caller
follow ng departnment procedures. Provides assistance to other
public safety agencies during energencies in order to share
i nformation and dat a.

Attends training on conputer software as required. Reads
service manuals, parts books, and any other witten materia
necessary to determ ne how to performrequired duties.

Produces identification <cards or badges for departnent
per sonnel .

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be net by the filing deadline for application for adnm ssion to
the exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
applicant has nmet the mninum high school graduati on
requirements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elementary and
Secondary Education. Such docunentation shall include at | east
one of the followng: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awarded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.

Must have a m ninumof three (3) years experience in electronic
conputer or commnications equipnent related field with a
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wor king know edge in data and teleconmunications systens,
including installing and mai ntai ning Local Area Networks.
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